CHAPTER V
REGISTRATION OF A FACTORY/ESTABLISHMENT (LAW & PROCEDURE)
A) LAW:

What is Registration?

L 5.1. Registration is the process by which every employer/factory/establishment and its every employee

is, identified for the purpose of the ESI Scheme, and their individual records are set up for them.

L.5.2.   The first step in the process is the obtaining of particulars about each coverable

Factory/establishment and fix its identification by allotment of a number i.e. A distinct  Code Number by

the Regional Office/Sub-Regional Office/Divisional Office, so as to facilitate keep track of contributions

payable/paid and the connected obligations of the employers.

      Subsequent step is the registration of employees of covered factory/establishment by the Regional

Office/Sub-regional Office/Divisional Office. Where the work of registration of employees is decentralized,

this work of registration of employees is done by the concerned Branch Office by allotting an identification

number known as insurance number for each insured employee for issue of identity and family identity

cards and setting up of other records for recording the contributions paid and benefits availed by the

insured employee according to his eligibility.

L. 5.3. Registration of Employers: Registration of a Factory or Establishment, to which the Act applies, is

now mandatory as per Section 2(A) of the Act.

          Section 2(A) of the Act states as under: - Registration of factories and establishments: - Every

factory or establishment to which this Act applies shall be registered within such time and in such manner

as may be specified in the regulations made in this behalf.

       As a follow-up of this provision in the Act, Regulation 10-B was inserted in the ESI (General)

Regulations 1950. This regulation reads as follows:

10-B. Registration of Factories or Establishments:-

a)      The employer in respect of a factory or an establishment to which the Act applies for the first time

and to which an Employer’s Code number is not yet allotted, and the employer in respect of a factory or
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an establishment to which the Act previously applied but ceased to apply for the time being, shall furnish

to the appropriate Regional Office not later than 15 days after the Act becomes applicable, as the case

may be, to the factory or establishment, a declaration of registration in writing in Form-01 (herein after

referred to as Employer’s Registration Form).

b)     The employer shall be responsible for the correctness of all the particulars and information required

for and furnished on the Employer’s Registration Form.

c) The appropriate Regional Office may direct the employer who fails to comply with the requirements of

paragraph (a) of this regulation within the time stated therein to furnish to that Office, Employer’s

Registration Form duly completed within such further time as may be specified and such employer shall,

there up on, comply with the instructions issued by that Office in this behalf.

cc)     The employer in respect of a factory or establishment to which a code number has been issued by the

Corporation based on the information collected or decision taken regarding applicability of the Act to

such factory or establishment, shall, within fifteen days of receipt of information of allotment of code

number, furnish a declaration in Form-01.

d) Upon receipt of the completed Employer’s Registration Form, the appropriate Regional Office shall, if

satisfied that the factory or the establishment is one to which the Act applies, allot to it an Employer’s

Code number (unless the factory or the establishment has already been allotted an Employer’s code

Number) and shall inform, the employer of that number.

e) The Employer shall enter the Employer’s code number on all documents prepared or completed by him

in connection with the Act, the rules and these regulations and in all correspondence with the appropriate

Office.

PROCEDURE FOR REGISTRATION OF  FACTORY/ESTABLISHMENT

P. 5.1 Supply of blank Form-01 (Employer’s Registration form) to the employer: AN EMPLOYER WHO

IS REQUIRED TO REGISTER HIS UNIT UNDER THE ACT IS TO SUBMIT THE PARTICULARS

IN A  FORM PRESCRIBED BY THE REGULATIONS  FOR THE PURPOSE KNOWN AS FORM-01.

THE Blank Form-01 shall be supplied by the Branch Office/Regional Office/Sub-Regional Office/Division

Office concerned on placing an indent by the employer or it may be down loaded by the employer from

ESIC web site www.esic.nic.in  Proforma of Form-01 is at Annexure 6.

P. 5.2. Employer to submit Declaration Forms (Form-1) in respect of all coverable employees along with

the Employer’s Registration Form (Form-01). An employer while submitting the Employer’s Registration
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Form to the Regional/Sub-Regional/Divisional Office is required to submit the Declaration Forms also in

respect of all his coverable employees who were not registered earlier. This has been made mandatory

under the IT rollout procedure. These forms after scrutiny are forwarded to the Branch Office concerned

for allotment of insurance numbers and other follow-up action. If any employee was already registered,

his insurance number is to be furnished.  Proforma of Form-1 is at Annexure-7.

P. 5.3. Submission of Employer’s Registration Form by the Contractors (Immediate Employers): A

contractor or the immediate employer to whom the Act applies, but is letting out the services of all his

employees to only one covered factory or establishment, no separate ESI code number is allotted to him.

He is required to comply with the provisions of the Act, rules and regulations under the code number of

the principal employer, with a sub-code number to identify him and his compliance.

P. 5.4.  Allotment of a code number to a contractor or immediate employer : If a contractor or immediate

employer to whom the Act applies, and letting out the services of his employees to an uncovered factory

or establishment or to more than one covered factory or establishment, such contractor or immediate

employer may be registered separately and a separate code number allotted to him. For this purpose, the

following points may be kept in view.

i)
There must be 20 coverable employees in the employment of the contractor. The question of having

requisite number of employees in the ‘premises’ does not arise since the establishment need not have any

premises. All coverable employees in any location including those whose services are lent on hire or lent

are to be included for this purpose.

ii) Contractor’s Establishment is an identifiable entity having premises.

iii) The Contractor has a Permanent Income Tax number from the Income Tax  Department.

iv) The Establishment of the contractor is registered as a ‘shop’ under the Shops and Establishment Act

or
v) The Establishment is a company registered under the Company’s Act or is a partnership firm

       If all the relevant columns in Form-01 are duly filled in satisfying the above conditions, code no may

be allotted without requirement of a survey. If the agency is owned by an individual but they have shown

actual employment figure for the past period at a level sufficiently higher than the threshold limit for the

coverage and the address details furnished, the same may be verified by deputing SSO available in the

RO or through Branch Manager immediately and while doing so any wanting information may also be
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collected through such official. In other words no routine survey should be insisted upon in the case of

security and labour contractor and the survey should only be conducted in the limited cases as mentioned

above and the need for such a survey should be justified and approved by JD/DD. But under all

circumstances, it should be ensured that the code no is allotted within 15 days. Further,  it is necessary to

make it clear that “the registration of a contractor / immediate employer independently under the ESI Act

as a shop or as a factory with code no ,  does not absolve the principal employer of their liability under

section 40(1) and section 41.  Where necessary, in case of such C-11 issued to labour contractors / security

agencies , additional remarks in the form of rubber seal may be affixed in the first page of C-11 to see

‘Principal Employers’ are not absolved of their liability u/s 40(1) and section 41 of the Act in respect of

the employees engaged through a contractor with or without ESI code no.( Hqrs instructions No. P-11/14/

1/97-Ins IV dtd 3.5.2002).

            However, the above instructions have been modified in view of the fact that such security / labour

supplying contractors apply for code nos only to participate in the tender and once the code number is

allotted to them, either they do not make regular compliance or they are not found at the address given by

them in the Form -01. In order to ensure that such contractors make compliance under the Act and register

their workers with the Corporation to enable them to avail the benefits under the ESI Scheme, the Standing

Committee in its 179th Meeting held on 15.6.2008 has authorised the Director General under Regulation

33 of ESI (General ) Regulations 1950 “ to accept contributions subject to such terms and conditions as he

may impose , at times and in a manner other than those specified in the Regulations”. Accordingly,  after

going through the pros and cons of the issue, Director General has ordered that when such Security

Agencies /Labour Supplying Contractors / placement agencies etc. become coverable under Section 1(5)

of the Act by employing 20 or more persons and apply for issue of code number in Form -01, it should be

submitted along with the list of workers employed, their Declaration Forms along with family photographs

as required under Regulation and Bank Draft towards payment of advance contributions for six months in

respect of such workers from the date they become coverable. Employer however will recover employees’

share of contribution at the time of payment of wages to the individual employees on monthly basis and

in no case they can deduct advance contribution from the employees for making advance payment to

Corporation. On receipt of Form 01 along with duly furnished Declaration Forms, family photograph and

documentary evidence of payment of advance contribution, the Regional Directors / Jt . Directors ( I/c)

may allot code number to the employer and IP number to the workers immediately  and also ensure that

Identity Cards are issued to the workers within three days. Further , after issue of code numbers, the unit

must be got inspected within a period of three months. (Hqrs instructions No. P-11/14/1/08-Rev II dtd

11.7.2008).

P. 5.5.  Survey/Intensive survey guidlines; While the SSO will attend to all the cases of pending survey

and C-1 cases as per the records in the Inspectorate/Coverage Section, they will also take up the Survey/
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Intensive Survey of all factories/Estts that are likely to attract the coverage under the provisions of the

Act.  The information regarding the coverable factories/establishments functioning in the area can be

collected from all possible sources such as the Office of the Local Factory Inspector, Labour Inspector,

Corporation/Municipality/Panchayat, E.P.F. Department, Association of the Employer’s, Trade Unions,

Tata Yellow Pages in telephone directory etc. The information about the existence of identical coverable

units can even be elicited from such of those factories/establishments that have been eventually found

coverable under the Act during the Survey /Intensive Survey.

Even as no hard and fast rule can be laid down for conducting the Survey/ Intensive Survey, a

few broad guidelines under which the Survey may be undertaken are given below :-

1. While Inspections are generally conducted with prior intimation, surveys are invariably conducted

by the SSO/TIO without giving any hint to anyone of his /her visiting the premises. Immediately

on entering the premises of the factory/establishment, the SSO/TIO would take a round of the

unit and note down the number of persons working , their names, the number of shifts in the unit,

nature of activities going on in the premises, places of branch offices, administrative offices etc.

that are functioning . Thereafter, the SSO/TIO shall call for the attendance registers and check

the same with the list of names gathered during physical verification done by him/her. In case all

the names are not entered and omissions are noticed , the SSO/TIO may immediately collect all

the particulars of such employees viz: their names, their father’s names, age , place and nature of

their work , date of employment , length of service , wages received ( daily/weekly, fortnightly/

monthly) and obtain the signature of the employees concerned with the signature of one or two

witnesses and get  the statement so prepared countersigned   by the principal employer or his

representative together with date and time and seal affixed. The SSO/TIO may try to get these

names entered in the attendance register. The SSO/TIO may try to get the statement of the

employees who do not figure in the attendance register recorded in the letter head containing the

name and address of the unit under survey. In case,  however, the employee(s) or the Principal

Employer refuses to sign the list, the same should be clearly and unambiguously  recorded in the

survey report and copy of the same may be sent to the employer by regd post with

acknowledgement due on the same day or latest by the following day and the report transmitted

to the RO/SRO .If the unit is found prima facie coverable, Employers Registration Form ( Form

01) should be handed over  to the employer and after getting all the relevant details like: name of

principal employer(s),address,nature of activity,no. of persons employed(seperatly for regular

& contract) etc,alongwith copies of all the required documents to establish the coverge of the

unit, the same  should be collected and sent to RO/SRO for allotment of code number vis-à-vis

issue of coverage letter It has to be ensured that the particulars filled in the Form 01 are not in

variance with the information given in the Survey Report.
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NOTE : It must be very clearly remembered that , while the factory falling within the purview of

section 2(12) would get covered where 10 or more persons (without any reference to the quantum

of wages received with effect from 1st June 2010) are employed or were employed on any day of

the preceeding 12 months,and if in any part of which a manufacturing process is carried on or is

ordinarily so carried on, the number required for coverage of establishments u/s 1(5) is 10 persons.

But, very shortly this threshold limit for coverage is about to be brought on par with sec 2(12) of

the Act by the State governments by issue of necessary notification u/s 1(5) of the Act by following

due process. The effective dates fixed by the Appropriate governments in the notification for the

change in the number of persons employed required for coverage of establishments would be the

reference date for coverage .

                It should also be remembered that for coverage of establishments u/s 1(5) where the

“appropriate government” is the State government,  20 coverable employees are taken into account

irrespective of  whether they are regular , temporary , casual, contract, daily rated, piece rated

etc. whereas , for coverage of establishments u/s 1(5) where the “appropriate government” is the

Central Government, the 20 coverable employees are to be taken into account belonging to the

category “ casual and contract only”.

2. The  verification of records such as Attendance Register, Wages Register, Ledger, Cash Book etc.

may be undertaken thereafter and in case the coverage could be established on the basis of

records made available, proper references should be got seen and signed by the Inspecting

Authority giving cross references to the Page Nos. of the Register Ledger etc. in the Report.

Wherever, possible extracts of the records of the employer establishing coverage should be

collected on the spot under due attestation by the Principal Employer. In case where the

employment position as reflected in the records maintained by the employer vary from the factual

position verified physically by the SSO, proper indication with regard to the variation so noticed

alongwith names of employees not reflected in the records maintained by the employer should

be clearly made.  In case any statuary Inspection has been undertaken by the officers of other

department, as revealed from the records maintained by the employer, proper reference regarding

the number of persons indicated in the records seen by the concerned officer, vis-à-vis the position

seen by the Inspector on the date of the survey/intensive survey should be clearly specified.

Efforts should be made to note down the names of all employees found in employment at the

time of survey/Intensive Survey without giving any scope for the employer to drive away a

section of the workers during the course of the survey.  In case of power using establishments,

name of at least one machinery with its details, such as make, power consumption etc should be

brought out in the Report.  The basic information such as name and address of the Principal
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Employer as available in the factory license, Registration under shops and establishments Act,

Local Municipality/Corporation etc. as also the telephone No., Electricity consumption No. etc

alongwith source of each such information should be clearly brought out in the Inspection Report.

The following aspects may kindly be kept in mind while undertaking the survey of different types of

establishments:

1. In the case of Hotels and Restaurants using power and employing 10 or more persons, and those

without power having employment strength of 20 or more persons, a clear indication should be

made regarding the source of power used, Viz.Grinder, Refrigerator, Freezer, Electrical Oven,

usage of gas etc.  Hotels and Restaurants having attached lodging sections, it should be closely

examined that the two sections are not artificially separated by seeing the common aspects such

as common entrance, common signboard, common telephone, common generator/lift, and other

common facilities like lawn, laundry etc.  In the cases of big hotels, seeking possible evasion of

coverage, it should be clearly brought out in the Report the Class of Hotel, Viz. Three Star, Five

Star Etc. types of food served like Indian(Vegetarian and non-vegetarian), Foreign, Chinese, bar

the lodging facilities, viz., the number of rooms with A/C Deluxe /A/C and non A/C, provision

of lawn etc.   The total seating capacity in the hotel with number of chairs, tables etc. along with

other luxurious facilities provided by the employer, for purpose of clubbing the lodging house

with the Restaurant section, the complementary aspects relating to interconnecting passages,

services of food by the Restaurant section to the inmates of the lodging section with common

billing arrangements, ownership of the premises alongwith details of lease hood if any, etc.

should be brought out in the Report.

2. In the cases of Cinema houses/theaters, employees of the canteen, cycle stand, security etc.

particularly during peak hours should be taken into account in addition to the regular employees

borne in the records of the employer.

3. While surveying the Branch Office/Sales Office etc. the details of branches all over the country

with particular reference to the Head Office should be brought out in the Report.

4. In the case of super bazaars, shopping complex, Financial Institutions, Chits Fund, Non-banking

institutions, Private Educational & Medical Institutions, Insurance Business Companies, Non-

Banking Financial Companies(NBFC), Port Trust, Airport Authorities and Ware-Housing etc.

which are carrying on systematic, economic, or commercial activites and are not only engaged

in the sale of commodity, but also in the sale of service to the customers for a price together with
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details of Branches functioning elsewhere, should be taken into consideration for purpose of

coverage.

5. While drawing of petrol in Petrol Pumps by mechanical power amounts to usage of power in the

manufacturing process, the petrol Pumps attached to service stations should be considered together

for purpose of coverage.  In the case of Transport Establishments, a list of running staff with

details number of routes/buses must be taken into consideration, so as to ensure compliance in

respect of all the running staff as also the office staff of the establishment.

6. The following Estts.  may be covered under sec 1(5) of the ESI Act as “Shop”:

i) The category of Establisments mentioned under Chapter III-Para. L3.14.

ii) The category of Establisments mentioned under Chapter III-Para. L3.15.

iii) The category of Establisments mentioned under Chapter III-Para. L3.16.

While undertaking the Survey/Intensive Survey, utmost care should be taken to keep the Principal

Employer into confidence by bringing home to him the advantages of coverage under the provisions of

the E.S.I. Act, by way of passing over the liability for payment of compensation in the event of employment

injury, maternity etc. from the individual employer to the Corporate body of the E.S.I. Corporation, the

reduced rate of contribution under the amended provisions of the Act with effect from 01.04.92 etc.  In all

cases where coverage is established in the course of Survey/Intensive Survey, all efforts should be made

to obtain written statement from the employer under his letter head admitting the employment of the

requisite number of persons for coverage alongwith usage of power.  As far as possible Form 01 should be

got completed on the spot under the signature of the principal Employer.  In case this is not possible, the

acknowledgement of Form 01 handed over to the employer on the spot should be obtained in the letter

head of the employer under proper seal and designation of the employer his authorized representative.

The SSO should also give a certificate at the end of the Intensive Survey that all the coverable

units in the Zone/Area allotted to them have been properly surveyed and survey of the area is completed.

It should be emphasized in this connection that in the event of any factory/establishment coverable under

the E.S.I. Act that was in existence at the time of the Intensive Survey but is detected only later will be

considered as a serious omission in the part of the SSO.

P. 5.6. Scrutiny of Employer’s Registration Form 01 and Survey Report: The Form 01/Survey Report

may be scrutinized at R.O/SRO/DO to ensure that the Employer/SSO has filled in all mandatory columns,

furnished all material facts and enclosed valid copies of all the supporting documents.
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     The particulars furnished are to be meticulously scrutinized to ensure that the documents submitted

support the information furnished in the Form 01/Survey Report. Whether  the number of employees

employed, manufacturing process carried out on the premises qualify it for coverage under the Act and

whether the location of the factory is in the implemented area  are  to be clearly found out among various

other factors.  After satisfying that the form is complete in all respects, the factory/establishment was not

registered earlier, and the Act is applicable to it, the appropriate Office may allot a 17 digit code number

to the employer as follows:

P. 5.7. Allotment of Code number: The 17 digit code number consists of the following:

       (a) First two digits represents the Region Code issuing code or subcode.

Each Region/Sub-Region is assigned with Arabic numerals of two digits beginning with 11 which could

go up to 99. It is easy to identify the Region/Sub-Region with the number assigned to it.

Example: Delhi- 11; Tamilnadu- 51; Andhra Pradesh- 52;, Karnataka- 53; Kerala- 54; Sub-Regions:

Coimbattore- 56; Madhurai- 57; Hubli-58, Mumbai-31, Marol-35 .

    (b)
The next two digits represents the Region Code in respect of whom sub code is issued
Each Region/Sub-Region is assigned with Arabic numerals of two digits beginning with 11 which could

go up to 99. It is easy to identify the Region/Sub-Region with the number assigned to it.

Example: Delhi- 11; Tamilnadu- 51; Andhra Pradesh- 52;, Karnataka- 53; Kerala- 54;

Sub-Regions: Coimbattore- 56; Madhurai- 57; Hubli-58, Mumbai-31, Marol-35

    (c)
The next six digits represents the Employer Code (right justified)
The digits from 5th to 10th place (6 digits) are for entering the running serial code number of the employer.

This covers 1 Lakh numbers. For writing the number 789, it should be 000789, for 1304 it should be

001304 and so on.

    (d)
The next three digits represents the Sub Code number of the employer
The next 3 digits are for allotting a sub code number to a sales office/ branch office. For branch –1 in the

same  region, sub code shall be 001; for branch – 2 it shall be 002   and so on.
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For branch – 1 in another region, sub code shall be 001 , for branch -2 it shall be 002 and so on.

     (e) The next four digits represents the Industry Code
The 4 digit industry code has been circulated vide Hqrs Letter No. P-11/19/2009-Rev1 dated 3/8/2009 (

Annexure – 8)

Allotment of 17 digit employer’s code no in different circumstances are illustrated below for clarity :-

eg : 1  Old Code No at Mumbai – 31-36334-64

New 17 digit Code No   - 31 00 036334 000 0604

eg : 2  Branch Office / Sales Office in Mumbai

1st Branch :

2nd Branch :



New 17 digit code no – 31 31 036334 001 0604

New 17 digit code no – 31 31 036334 002 0604

eg : 3 Branch Office / Sales Office at Andhra Pradesh of the main  Unit at Mumbai

1st Branch :

2nd Branch :



New 17 digit code no – 52 31 036334 001 0604

New 17 digit code no – 52 31 036334 002 0604

eg : 4  Branch Office / Sales Office at New Delhi of the main Unit at Mumbai

1st Branch :

2nd Branch :



New 17 digit code no – 11 31 036334 001 0604

New 17 digit code no – 11 31 036334 002 0604

eg : 5  Branch Office / Sales Office at Marol of the main Unit at Mumbai

1st Branch :

2nd Branch :

64



New 17 digit code no – 35 31 036334 001 0604

New 17 digit code no – 35 31 036334 002 0604
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P.5.8
Rubber stamps for use by employer:

Employer should be advised to get the following rubber stamps prepared to cut down writing on

the declaration forms:

a)

b)

c)



Employer’s Code No

Name and designation of the officer countersigning the declaration form

Name, address and Code no of the employer.

P.5.9.   Date of coverage:

In view of recent amendment to the ESI Act, which puts a bar on issue of Speaking order u/s 45-A for a

period beyond 5 years from the date on which the contribution shall beome payable, the desirability of

FDC (Final Date of Coverage) for old cases which fall beyond 5 year period has been examined and it has

been decided that in all such cases provisional date of coverage may be accepted as FDC, as no purpose

would be served by stretching coverage for a period beyond 5 years.

For the new cases, it has been decided to drop the nomenclature as provisional date of coverage/Final

Date of Coverage. The term to be used shall be “DATE OF COVERAGE”. During the survey itself,

invariably, the SSO shall recommend the date of coverage and not provisional date of coverage. The

recommendation should be there from the date the unit is coverable.

In case where Form -01 is submitted by the employer at RO/SRO/DO, necessary information such as

details of persons engaged month-wise, certificate of incorporation, inception of power etc. may also be

obtained based on which coverage date should be communicated.

Moreover, the above instructions are issued without prejudice to the right of the Corporation to check the

records of the past period i.e ledger Balance sheet, vouchers etc in case of any doubt, complaints and

court cases etc.

This revised guidelines will be operative from 1st October 2010 with rider that in total, 5 percent of the

cases of new coverage may be marked for Test Inspection and monthly return in this regard may be

submitted to this office.

Further, all pending cases for FDC may be decided on available papers/ documents by RDs/JD I/cs within

next three months time and compliance sent to Revenue division of Hqrs office.
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NOTE : If at the time of allotment of code number, the unit gets covered from the date of implementation

of the Act itself or if the documents provided with Form 01 conclusively establish the date  of coverage

,then the coverage section of  RO/SRO/DO  should  decide it as the DATE OF COVERAGE at the time

of allotment of code number.

P.5.10.   Communication of coverage intimation to the employer and all others concerned:

Seven copies of the Coverage intimation (in form C-11) are prepared and communicated to the

following :

1.

2.

3.

4.

5.

6.

7.



Employer (main copy)

Company / Factory (main copy)

Concerned Branch Manager-ESIC (endorsement)

Social Security Officer of the concerned I.O. (endorsement)

Challan Posting / C-6 Branch of R.O/SRO/DO (endorsement)

Inspection Control Branch of R.O/SRO/DO (endorsement)

EDP Branch of R.O/SRO/DO (endorsement)

P.5.11.  Back references on the form O1:  There may be instances where the Form 01 is not properly or

completely filled in, necessitating a back-reference calling for clarification/further information. Such

cases are to be followed up vigorously to get the particulars so that a coverable unit does not remain

uncovered for a long time. They should be pursued to its logical conclusion within 15 days and delayed

and incomplete cases should be monitored by the BO personally and take special steps to clear them. .

The address of the employer is to be filled in and the discrepancies to be rectified are to be ticked before

sending the letter to the concerned employer.

P.5.12 Registration of employees at the Branch Office: On receipt of the Declaration Forms from the

Regional Office, along with the coverage intimation, the Branch Office shall allot the insurance number

and issue temporary identity cards to the employees directly to their addresses, as per the procedure laid

down in the Branch Office Manual. Thereafter, action for providing pehchan cards to the IP and his

66



ESIC REVENUE MANUAL

CHAPTER V


REGISTRATION OF A FACTORY/ESTABLISHMENT (LAW & PROCEDURE)
family is initiated by the Branch Manager. The Insured person along with his family will be required to

visit the Branch Office or any other place fixed for this purpose for capturing the biometrics and

photographic details for preparation of the Pehchan Cards.

P.5.13   Online Registration: An employer who desires to submit his Registration Form ‘online’, may

login to ESIC Website www.esic.in  and click on ‘on line application. He will be prompted to furnish his

Email ID and the State in which the Factory/Establishment is located.  He may furnish these details and

click on ‘submit’. On receipt of these details, the employer is provided with a user ID and password. By

logging in to the website with his user ID and pass word  for employer registration, the employer can fill-

in the Form-01 available in the website, and submit the same online along with the scanned documents

required for this purpose. On receipt of the Form-01, the Regional Office issue a code number and

communicate the coverage intimation and code number to the employer through the Email ID provided

by him.

P.5.14 Procedure for registration of employees under the I.T. Rollout: Along with the Code number allotted,

the employer will be allotted a user ID and pass word to login themselves into the official ESIC website

for registering their employees, pay contributions, submit the returns etc.

THE PROCEDURE FOR REGISTRATION OF EMPLOYEES UNDER THE COMPUTERISED

PROCESS WILL BE AS FOLLOWS:-

The Employer will log into the official website of ESIC www.esic.in

The Employer will log in as Employer using the Login User ID/Password

On entering the user ID and Password the Employer will be directed to the Employer landing page.

On this page Employer will have to click Registration > Register your Employees link

A screen as follows will appear.
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On clicking as above the Employer will be directed to Employee Registration Screens.

The Employer will be required to fill in all the fields; however mandatory fields marked with red

asterisk are must to be filled.

EMPLOYEE’S REGISTRATION FORM  (DECLARATION FORM)
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Save – To save the entries in this screen

Reset – To clear the entries made in this screen

Cancel – To cancel the entries and go back to the landing page

Submit – For submission of the application
Registration of Employees with disability: In case of an employee who is a person with disability( 40%)

under the Persons with Disabilities (Equal Opportunities , Protection of Rights and full Participation )

Act,1995 (1of 1996), and under the Nation Trust for Welfare of Persons with Autism, Cerebral Palsy ,

Mental Retardation and Multiple Disabilities Act , 1999 (44of 1999) and drawing wages upto Rs.25000/

- per month ( excluding O.T.) and   where the employer wishes to avail the incentive under the scheme for

employment of Disabled Employees, a medical certificate as per the prescribed Proforma will be required

to be uploaded. .

Generating Insurance Numbers: On successful completion of the Declaration Form the same can be

submitted and 10 digit Insurance No will be automatically allotted.

The Employer will be able to take a printout of Code allotment letter and can also generate the

insurance numbers and take the print out of the Temporary Identity Certificate for the Insured Persons.

A family photograph will be affixed on the designated space in the Temporary Identity Certificate

and countersigned by the Employer for getting treatment till the Pehchan Card is delivered to the

Insured Person.

The Insured person along with his family will be required to visit the Branch Office of his choice or

any other nearby place as directed by the Corporation for capturing the biometrics and photographic

details for preparation of the Pehchan Cards.

P.5.15.  Registration of employees employed by or through an immediate employer or a contractor :   In

case the immediate employer is independently covered and having a code number, the immediate employer

himself will submit the declaration form for his employees and obtain the insurance numbers/identity

ESIC REVENUE MANUAL


69


REGISTRATION OF A FACTORY/ESTABLISHMENT (LAW & PROCEDURE)


CHAPTER V
cards. However, before taking such employees by the principal employer, he should ensure that the

employee engaged through the immediate employer is duly registered and possesses the insurance number/

identity card. Otherwise, he should insist on the immediate employer for registration of such employees

before deploying their services to the principal employer. If the immediate employer/contractor is not

coverable under the Act, then the responsibility of registration of employees engaged through such

unregistered immediate employer/contractor lies with the principal employer. He should register all such

employees in the usual manner as if they are his own employees and obtain the insurance numbers/

temporary and permanent identity cards.

P.5.16 Registration of employees of Head Office/Branch Office/sales office/Administrative office away

from the factory/establishment premises.

The employer is required to obtain a sub-code number for each such office outside his Factory/

premises whether in the same city, State or else where.

1.


Within the state  where main factory / establishment is covered  :
The employer has to apply for a sub-code no. to the Regional Office /SRO/DO by furnishing full particulars

of the branch i.e. its locations, nature of  activity, Head of the Office, number of employees (coverable

and not coverable), date from which functioning place of compliance, place of maintenance of records

etc.

2.


Outside the state where main factory / establishment is covered  :

The employer has to apply for a sub-code no to the RO/SRO/DO of the state where the BO/SO is located

by furnishing full particulars of the branch, nature of activities, Head of the Office, number of employees

(coverable and not coverable), date from which functioning place of compliance, place of maintenance of

records etc alongwith copy of coverage letter( C-11) of the main factory/establishment. However, in case

the employer is unable to produce any local address as they are not having any established office in that

area and the employee(s) posted in such areas do not have any permanent address in that area as they are

reported to reside in areas other than their place of working. Whether falling in implemented or non-

implemented area, the employer may be asked to submit the address of the nearest / immediate controlling

office  which will ensure the compliance in respect of the employee(s) of such areas. The person responsible

for compliance will be designated by that controlling office. Similarly in declaration form of employee(s)

so covered the residential address as  declared by the employee(s) should be accepted.(Hqr’s instructions

no. P-12/11/31/21-99-Ins-IV dtd 01/05/2000 and subsequent instructions no P-12/11/31/21-2008-Rev-II

dtd 31/12/2008.)

NOTE: However, in order to avoid delay in issues of sub- code ,it is decided that the name,address and

code no. of all registered employers should be posted on the website of respective regions & sub-code no.

Should be allotted even if  C-11 form(Coverage letter) is not available by referring to the website of the

region from where main code no. is allotted .The concerned RD/JD(i/C) may be asked to send the copy of

C-11 for record after allotment of sub-code no. ( Hqrs. Letter No; P-12/11/11/103/2008-Rev II dated;12/

01/2011 )

P.5.17  Action at Regional Office/SRO :  On receipt of letter from the employer requesting for a sub-code

number, the Regional Office/SRO scrutinizes the particulars furnished by the employer and if found in

order, verify the sub-code numbers if any allotted to that employer earlier, and allot the sub code as

detailed in the illustrations given under P.5.7.
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The sub-code number allotted may be intimated to the Main factory, branch /sales office, of the employer,

other Regional Office, concerned branch office, and the Social Security Officer concerned for submission

of declaration forms, watching submission of the declaration forms & their registration and inspection of

records of the sales office respectively. .

P.5.18     Court decisions on Regulation 10-B:

1.


According to Regulation 10-B (b), the employer shall be responsible for the correctness of all

the particulars and information required for and furnished on the Employer’s Registration Form (Form-

01). The employer cannot dispute its correctness at a later date. In the instant case, the employer furnished

11 employees in the Form-01 and obtained the code number. Later he disputed this figure and contended

that his factory is not coverable. Dismissing the order of the EI Court, the AP High Court held that the

employer’s contention against the figures furnished by him in form-01 has no merit, and upheld the claim

of the Corporation for payment of contributions. (ESI Corporation, Hyderabad v. M/s Ganapathi vilas,
Buttaipet, Machilipatnam, Andhra Pradesh.-2007(3) LLJ.1078, 2007(4) LIC.198)
2.


An identical judgment was given by the Karnataka High Court in RD, ESIC v. M/s Ganesh
Mahal-2007(1) LIC.32; 2007(1) AIR.Kar.R.137)
3.


Failure of the employer to submit the Form-01, not a ground to take shelter for non- payment

of contribution with in the time limits prescribed.-

The pre-condition for allotment of a code number by the Regional office  under Regulation 10-B(d) is the

submission of a completed Form-01 to the appropriate office by the employer within 15 days after the Act

becomes applicable to the factory or establishment as the case may be under Regulation 10-B(a). In the

present case, even after receipt of the code number allotted by the regional Office, the employer entered

in to unnecessary communication with the regional Office for supply of challan and requisite form. There

is further communication on various dates by the employer. The Calcutta High Court observed that the

employer  tried to frustrate the operation of law by entering in to various communications with the

Corporation, and therefore the employer cannot be permitted to take the plea that in view of the delayed

allotment of code number, he was not in a position to deposit the contribution in time. To accept such

proposition will be to defeat the very purpose of the Act. When the employer failed to furnish the Form-

01 within 15 days kin terms of Regulation 10-B(a), he cannot be permitted to take shelter on the various

communications made to the Corporation, as a bonafide ground for non-deposit of contribution within

the period as required under law. The High Court therefore dismissed the judgment of lower court and

upheld the claim of the Corporation.
(ESIC v. M/s Jaiswal Rolling Mill-2008(2) LLJ.1021;
2008(1160flr.1060; 2008(3) LLN.256; 2008LLR.606 and 2008(2) LIC.1155)
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